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Quick Guide Review

oyee logs on to the ESS Portal.

oyee reviews his/her Quota Overview.
oyee enters and sends leave request(s).
oyee reviews the Leave Overview for

status.



Access the logon screen at: hitps://mybeacon.its.state.nc.us/

Type in your NCID and password (the password will need to be
changed every 90 days)

Click the “log in” button

INTEGRITY

DEACON

a88 North Carolina
Office of the State Controller

sroup 2 agency employees will not be able to access
the BEACON Portal (Emploves Self Service and Manager Self Senvice)
untilthe second go-live on April 1, 2008, We encourage you to take
the ESS and M35 online courses at hitp: ey beacon nc gowvitraining



https://mybeacon.its.state.nc.us/

e Click on the My Data (ESS) tab

Welcome ANHIS BARBEE

bEACON

(EEVaIed North Carolina

Office of the Jlate-centsg]ler

Group 2
Home

Welcome to the BEACON Portal

BEACON Group Two Agency Employees, i‘IEIFIIISDHHEL
Thank you for authenticating your NCID and password for future access to the BEACON
portal. Beginning April 1 you will he able to access the portal to conduct many human
resources activities, such as updating or changing your home address, adding or changing
Wi 11C GO0, COFT) wennis 05, state nc.usincflex

bank account information, and much more. Prior to the April 1 go-live date, we encourage
you to:
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State Health Plan

Although you will be able to start using the system beginning on April 1, your availahle wanwy. myncretirement. com wanwv.stateh e althplan.state.ne.us
leave halances will not be displayed until the week of April 14. The Project Team has given
Group Two agencies until April 11 to provide all employee leave and vacation data from the

legacy systems. -
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Note: Please do not call the BEST Shared Services Center for assistance until April 1. Oiifies afth
Shared Services Center agents will not have access to your information to assist you until e
after this date.

tate {0

W NC0SC. net W, 0sp.state . ncous =




« Following is the Overview screen.

e Select “My Working Time” in either of two places on this
screen.

Overview | My Employee Searcli | My Working Time | ily Benefits | MyPay | Wy Perzonal Data

Overview

Employee Self-Service applicationz provide North Carolina State employees with eazy access to information and services. Thiz page gives an overview of the entire offering.

. My Emplovee Search | ."f.
Search for NC State employees; find bazic information about colleagues and their position in the State. l Herere=peer=rorking timez, plan your leave, and dizplay your time data.

[—
Qick Links Cluick Links
Who's Who Record Working Time

My Benefitz My Pay
Dizplay the planz in which you are currently enrolied; enrollin new benefit plans during the State’s Open

Enroliment perinds; access State Health Plan forms.

Dizplay your pay =tatement or your total compenzation statement.

My Perzonal Data




y Working Time” screen.

Overview” from the menu to determine if
ufficient leave levels to make your request.

My Time Sheets -
Record Working Time WBIDIIIIB lllﬂle m wnrllng “mﬁ “(I'M!

“ou can record your working time here.
fou have recorded adeguate working times for all workdays up to 07/07/2007.
“our recorded times have been approved up to 07/07/2007.

Release Working Time Data
Here you can release your working time to your manager.
There are 1 recorded times that you have not yet released.

My Leave Requests

Leave Request
Reguest leave and other types of abzences.

Quota Overview

Dizplay vour leagabalance(s).

State of Horth Carolina Leave Forms
Voluntary Shared Leave Application Form

Voluntary Shared Leave Donor Form
Advance Sick Leave Form

My Time Statements

Time Statement
Dizplay your working times, absence times, bonuses, and time accounts.

Time Statement for a Chosen Period
Dizplay vour working times, absence times, bonuses, and time accounts for a period of vour cheice.




ta Overview screen.

eave totals are displayed here.

Entitlement Type: [All Types [=] oOnkKeyDate [10/M&72007 | Display |
 Vacation Leave | 9396Hours | 92.96 Hours
Sick Leave | 96.00Hours | 96.00 Hours
Holiday Comp Time 212007 12/31/2007 | 0.00 Hours 0.00 Hours
Travel Compensatory Time | 2/1/2007 12/31/2007 = 0.00Hours |  0.00 Hours
| Holiday Leave 8.00Hours | 800 Hours
| Bonus Leave | 2112007 12/31/2007 = 0.00Hours | 0.00 Hours
| Community Service Leave 744 .00 Hours 74400 Hours




ng Time main screen.
st worksheet is accessible here.

My Time Sheets

Record Working Time

“ou can record your working time here.

fou have recorded adeguate working times for all workdays up to 07/07/2007.
“our recorded times have been approved up to 07/07/2007.

Release Working Time Data
Here you can release your working time to your manager.
There are 1 recorded times that you have not yet released.

My Leave Requests

eave Reques
Regquest leave and other types of abzences.

Quota Overview

Dizplay vour leave balance(s).

State of North Carolina Leave Forms
Woluntary Shared Leave Application Form
Voluntary Shared Leave Donor Form
Advance Sick Leave Form

My Time Statements

Time Statement
Dizplay your working times, absence times, bonuses, and time accounts.

Time Statement for a Chosen Period

Dizplay vour working times, absence times, bonuses, and time accounts for a period of vour cheice.

welcome to the My Working Time workset!




Following is the Leave Request worksheet.

The “Show Team Calendar” link will let you see other requests your
team members have pending.

The “Show Time Accounts” will display your leave levels.

The “Show Overview of Leave” screen will display your leave
requests.

Leave Request

;1:. 2

Display and Edit Review and Send

Show Team Calendar )™ Hide Calendar P how Overview of Leaw
\_/
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To request or report leave, enter the required data and choose Review.

Type of Leave: Approved Leave -

Date: SI8/2007 B To 232007 Ei|
Duration: 0| Hours

Approver:

Mote for Approwver:

(D]

Review k| [ cancel |




ed to complete the information on the

Leave Request

Identify the type of leave
by selecting one from the

2 dropdown list. Enter date and

P} Show Team Calendar } Show Calendar | P Show Time Accounte Iength °f thE |EE\!'E.

i—a
rip bed

To request or report leave, enter li'!/eql.ired data and choozs e Review.

Type of Leave:  [Approved Leave =
Date: |
o T < p— i
Duration: ]:Iﬂ Hours
Approver. |
Mote for Approver; E‘

4 Previous Step | | Review E




* Once you have completed the request screen, you will need
to open the “Approver” dropdown menu to search for your
Manager/Supervisor.

«Select the appropriate name from the list.

Leave Reguest

1 F |
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your “Approver” from the list
screen to check for accuracy

TE B

Display and Edit Review and Send Completad

You want to request the following leave:
Type of Leave: Approved Leave

Date: on Thurzsday, Qctober 18, 2007
Duratien: 2 Hours
Used. ‘Vacation Leave: 8.00 Hours

Approver JOHNSON, FRED
To send the leave renuest ta the next processor, choose Send. You

[4 Previous Step | (Sena) ) canc]




onfirmation screen.
ee the note “The leave request has

2 3 =

Dizpiay and Edit Review and Send Completed

|E c :thassent.
O The leave request has been sent. >

Vihat do you want to do next?
Bequest Another Absence

Ga to My Working Time homepage

Go to Emploves Sell-Services homepage

]
q

You have requested the following leave:

Type of Leave: Approved Leave

Date: ¢n Thursday, Dcltober 18, 2007
Duratson: & Hours
Used: Vacation Leave: 8.00 Hours

Approver. JOHMSON, FRED




e Your Quota Overview displays your leave entitlement.

e Your Overview of Leave displays whether your request has
been approved or rejected.

e If you do not have sufficient leave levels to cover your
request, you must consult with your manager on other options.

Quota Overview

Duata Owvansiawv
Entitlerrent Type: [All Types | OnKeyDate [10116/2007 |&:| [Display]
Tirme Account Dedictibe from Deductibhe to  Enlthernent Remainder
Yacalion Leave 93.98 Hours 93.95 Hours
Sick Leave 5.00 Hours 95.00 Hours
Huliday Cooap Teme 22007 12r31/2007 0.00 Houis 0.0C Huuwis
Overview of Le@
P Show Team Calendar P Show Calendar P Show Time Accounts W Hide Overview of Leave
Leave Since: |[1/1/2007 Iq| | Display |
Type of Leave From To Status  Used
Approved Leave | 11/502007 110522007 Sent 4 Hours
Sick Leave 101572007 10152007 | Sent 8 Hours
Approved Leave | 10/5/2007 10052007 Sent 2 Hours
Approved Leave | 100732007 10032007 Sent & Hours

Row|1[of8 |~ | =|=|



Ilable from the My Working Time main

ared Leave Application
ry Shared Leave Donor
ance Sick Leave

My Time Sheets .
Record Working Time WBIIHIIIB lll IIIB m wnrl“lg “lllﬂ “('M!

“'ou can record your working time here.
ou have recorded adequate working times for all workdays up to 07/07/2007.
Your recorded times have been approved up to 07/07/2007.

Release VWorking Time Data
Here you can release your working time to your manager.
There are 1 recorded times that you have not yet releazed.

My Leave Requests

Leave Reguest

Request leave and other types of absences.
Cuota Overview

Dizplay your leave balance(s).

e of North Carolina Leave Fon

Voluntary Shared | eave Application Form
Voluntary Shared | eave Donor Form
Advance Sick | eave Form

My Ti
Time Statement
Dizplay your working times, absence times, bonuses, and time accounts,

Time Statement for a Chosen Period
Dizplay your working times, absence times, bonuzes, and time accounts for a period of your choice.
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Quick Guide Review

oyee logs on to the ESS Portal.
oyee reviews the Quota Overview.
oyee enters and sends the leave

request.

& Employee reviews the Leave Overview for
status.
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